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arliest & Latest 9 .  Exact Series Title 
Dates of Series 

I . Closed Proprietary Schools Student Record Files - .  

' *  What is the ,function of the. office in which,this record series i s  created? 
~--- 1964 to date 

~~~. . ,. . ~~ 
I-- .- . 

The Division of Planning and Development provides administrative support for the Office 
of Adult and Vocational Education in areas of, comprehensive planning, securing federal 
vocational funds, overseeing the proprietary school program, monitering vocational fiscal 
affairs, coordinating vocational facility construction, approving local system requests 
for vocational equipment purchases , and evaluation of appl icants . 'qual i f icat ions  ' for 
vocational teaching certi-ates. , .  

-~ . "~ -- -_ ~ ~ .~ ~~- 
. .  I 

The Proprietary 'Schools Unit regulates the establishment and operation of certain 
proprietary ,s.chooLs a,s, .proyid,ed _by.the ,Georgia Proprietary School Act. (32-;230.1B) : ~' 5 ::':I 
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L 1 .  This file contains the following documents'(inc1ude form numbers and titles, if &, 

Documents relating to: Maintaining enrollment, performance, transfer, graduation, 

.. ,:I 

I '  . . ; .~ .~ 
and file arrangement). 

.. ,, 

termination, and follow-up records on individuals yho bad made application eor and/or 
were formally enrolled in various t5_E"'"g  programs in proprietary echoole that have 
ceased operations. 

Included ,are: ..,>-. Student. . , ~  folders, :> .~ with. . .. ,. applications . . ~  .. fgr Bpm&ssiqn, _high s,$oQl traqsclripgs, ~ I 

4 I '  acceptance and rejecthn forms li , ~. ... en.rollment ~ . -  -agre.em$,nts , .reference>,forms, :persona,l,data . 
.-' forms , student 'record cards , grade reports, and othgr records -and mis-cellaneous 

correspondence. 

File is arranged: Alphabetically by school; thereunder qlphabetically by student. 

ATTACH SAMPLES OF THE FILE 



\, - -___qp____ - ___~____~_ ..... - - - 
QUESTIONNAIRE ?lac .  an " x -  YES 'NO 

[d [ I  

14.  Is  there  a duplication o f  t h i s  s e r i e s  i n  another o f f i ce  o r  &en&? [ ' ~ 1  [ X I  

16.  Does the. s e r i e s  contain. c l a s s i f i e d  information' requiring s e c u r i t y  ian.&ing< "XI; '. [~ 1 

18. Could the function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? I 1 [xi 

19 .  Is t he  s e r i e s  ( o r  major portion of it) regularly microfilmed? I f  yes ,  why? [ 1 [ X I  

20. Does the record s e r i e s  provide data as input t o  an EDP f i l e ?  [ 1 [ X I  

t h .  preper calu.n. 1 r  . ~ ~ W C I  1. "YCS:' pie. .e r r p l . l n  

13. Is t h i s  t he  Record Copy of t h e  series? 
i 

15. Is the  k < o % x i o n  contained i n  t h i s  s e r i e s  ever summarized o r  published? I -1 [ X I  
Attach copy of summary o r  publication. -' 

. .  
45 CFR, Part.99: .'-Privacy Rights of Parents and Stuaents 

17 .  Does the  s e r i e s  i n i t i a t e ,  mend or terminate .qency polici.es an:d proceh;res? ' . '  [ '1" [ X I  
(PC 93-380, Sec t .~~ j13)  

- l - ' . T  i , ., 7 r * .oo 

21. Does the  record -&rieS 3~mtaTn- ~ocodumeka%Aots:p?&ducFd as '  EDP*-printout? . .  '.[ 3 - [ X I  

22. Has the  Federal Government issued ins t ruc t ions  governing the  retention/dispo- [ ] [ X I  

I 
. .  ~. '~ ~ 7 - c 1 ' . ~ .  . . . .  -: 7 - 2 ~  ~. z . . .  i - '  ~ ' T  1 r- ~~ 

23. W i l l  t here  be 'a-need f o r  -the,Se .Yecords 10,. 15  years- fro^m now? If- yes',: what?.:: ~ [XI 4 1 
. .  - -  

s i t i o n  of these f i l e s ?  
. -~ - .  

pi . . . .  .~ .. . . .  ~. ~ . -_ -- . , .-.,, ,.., . -. -- *-.-.A --- .~ , ~ .,., . i s  . A , ~ .  . - 

~. . .  
TIVE ~ ' f . [ ]HIST&Rj cA? a.[]STATE b.[]STATWE OF c.[]AUDIT, d.[]FEDERAL e.[AA- 

VALUF: -u LAW LIMITATION PERIOD LAW DECISION 
( C i t e  . L m ,  S t a t u t e ,  . or o ther  reason for  t h e  retent i?? re ,p i remen t )c  . r - ,.. . ,  . .  . . , 3  L ? .~ I - , - . .  

1 . , ~ ~  , 
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These records seed t o  be kept t o  docufienf ' individuals S'chti61 completions -o?'c'redits ~ ' r:? ' 
for  employment o r  fur ther  t ra in ing  i n  some other  school. 

25. AGENCY RECOMb%NDATION$. This agency recommends t h a t  the  f i l e  s e r i e s  be cut off  a t  the end 
of each -[]CALENDAR YEAR -[]FISCAL YEqR -K]OTHER closure of school ,then : 

[ ] Hold i n  the  current f i les area ' ' month(s)/ year (s ) :  
[XI Transfer t o  [XI Sta t e  Records Center [ 3 Local Holding . .  Area; hold 45 

[ ] Trai igfel  t o  S ta t e  Archives ?or @&rniiinknt~retentiofi .r  j -  3 - ' - . 3  . .  ':. . , ' ' 

y e a r ( s ) :  
. . . . . .  - .  . .  ~ ... .' . n 2.:. . . . . . .  10: - . .  . i a  

. .  
: - .  

< .  
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[ X I  Destray.. . I  

[ ] &stroy t&kaiateljr..afieF cli t ioff;  3 c -~-i~-. . . .  \ 3_: ,~!::.. 7 :i 

[ 1 Other: (Specify) . -  
. , ~ ~  I . . .  

1 ~. . - .  - -  
. .  
I ,  

\.-. . .  

Retention df f i l&^fo r  45 yeass- allows formef'%tud.e.n€s t o  -secure docben ta t ion  records '.- 
of s'cliool c r e d i t s  -or lourse ~complefion during &'s tudent ' s  ' l i f e  d&';k's<an. '; 
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( Ind ica te  b r i e f l y ,  r a t i a h l e   for recoiiunehdatio3s 'aboDe/or &&e 'addi t iorial  remarks) : 


